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ONWARD 10 C.P. 


Just as « » iceskater skates his way to fame — just as any 
sportsman fights to win a name — so shall we surmount 
the obstacles that lie before us in order to make Certified 
Professional Secretaries a reality. 

Don’t lose sight of the fact that it will not be attained 
in a day, in a week, in a month. How soon we get it de- 
pends on YOU and YOU and YOU. 

Let's not sit idly by hoping for someone else to lay the 
groundwork. Let's give the National Committee the bene- 
fit of our ideas in putting the program into effect. 

Some of the most logical questions you might ask are 
these: “What can I do?”, “What can our chapter do?”, 
“How will it benefit me?”, “I’m married, what good will it 
do me?”, “I don’t plan to work all my life, so why should 
I worry?”, “I’m going to get married, that's for the single 
girls!” There are so many more perfectly sane and normal 
questions just such as those. Just as the question is logical, 
so is the answer equally logical. Although each of them 
could be elaborated on at great length, I will endeavor to 
answer them completely but briefly. 

“What can I do?” You, individually, have an obligation 
to yourself, to your chapter, to your region, and to your na- 
tional office. Our strength lies in the union of individual 
effort. I cannot impress too strongly how important it is 
for every member to get a toehold on this great move. 
Remember, when CPS becomes a reality — and it will — 
you who have not been in there pitching will live to regret 
it. Those who have fought a good fight and won the 
battle will go down in history as the Crusaders for Certi- 
fied Professional Secretaries. 

“What can our chapter do?” First of all, stimulate the 
individual interest of every member. Build the idea into 
something that will interest not only your members, but 
will make others want to become members. Discuss it — 
iron out the flaws — put the good parts together — com- 
pact it and ship it off to national headquarters. But don’t 
stop there. Let your public know what you are doing. Tell 
them through your local newspapers that you're striving 
for a professional rating for secretaries. Ask your em- 
ployers what they think about it; ask them to put it on 
paper and affix their “John Henry’s.” Then go out to 
greener fields and find out what other businessmen think 
about it. Are they for it? Fine! Are others against it? 
Why? Find out! Don’t just take their vote of disapproval 
and accept it. Either they convince you, or you convince 
them, but don’t leave until both are of the same opinion 
— and I dare say that they will be converted to your view- 
point. Why? Simply because not a single executive in 
existence can deny the ever-growing need for a line of 
demarcation, a distinction between the average secretary 
and the executive secretary. And though you may be an 
executive secretary, you have to prove your worth to a 
new employer before he is willing to recognize you as 
such, whereas, were there a definite line of demarcation, 
you'd have no such proving to do, he would be convinced. 
Then, after you’ve convinced the executives, business men 
generally, the public, etc., approach the secretaries them- 
selves. You already know what their viewpoint will be 
— but urge them to join NSA and get behind this move- 
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ment. The more we have clamoring for it the better chance 
we have of getting it pushed through — and sooner! 

“How will it benefit me?” When you go through college 
and acquire degrees, you don’t ask “How will it benefit 
me?” You know. It’s human nature to be a “doubting 
Thomas”, and to be unconvinced until something is well 
established and has proven itself. I believe that every 
secretary who was far-sighted enough to join and stay with 
NSA is sufficiently farsighted to realize, without the con- 
crete evidence, just what CPS will do for every one of us. 
It will put us in a class of our own — a class at the very 
top of the ladder, where we won't be edged out or de- 
graded by those not so well qualified. Isn’t that sufficient 
benefit within itself? 

“I'm married, what good will it do me?” You may or 
may not now be working. Perhaps you have left the secre- 
tarial field to establish a home. But we must face reality. 
None of us know when Dame Fortune may forget us and 
fate stretch out a cruel hand. There isn’t a single one 
of us who doesn’t know someone who has been dealt a 
cruel blow — the result being that they had to go out 
and seek financial aid at their own hand. Many — too 
many in fact — have found that “the years between” have 
snatched away the speed in shorthand, the rhythm in typ- 
ing, the agility of office performance. They have had to re- 
establish themselves. Still others, because of the lapse in 
time between positions, have likewise had to reestablish 
themselves, even though their past experience was such 
that lapse had little if any bad effects. Had that latter 
class been certified, years ago, as professional secretaries, 
their return to the business world would have been her- 
alded. On the contrary—they, too, had to start from scratch. 

“I don’t plan to work all my life, so why should I worry?” 
The answer to the immediately preceding question will 
apply to this one equally well. 

“I’m going to get married, that’s for the single girls!” 
Again, none of us know when fate will take a hand in our 
destiny. Let’s be prepared! 

The next logical question is: “WHAT HAS BEEN 
DONE?” That question rings the meter, sends the pinball 
skyrocketing, and its answer will set you in a swirl, be- 
cause what has already been done in the short period of 
the existence of this project is incredible. The results are 
proof that someone has been working and working hard. 
Our National Officers and Executive Secretary have been 
collaborating with the faculty of the University of Kansas, 
and Dean Frank T. Stockton has contributed no small share 
to what has already been done. A few of the chapters 
have had some good publicity, and as the result of that 
publicity public interest has been widely aroused. Corre- 
spondence has been flowing in making inquiry relative to 
our plan for elevating the secretarial field. Other corre- 
spondence has come in making inquiry about membership 
requirements, stating that the interest was aroused by the 
publicity on C.P.S. Complimentary and congratulatory let- 
ters have come in from business men, praising us in our 
move, and urging us onward. 

In conclusion, I would like to urge every member to give 
serious thought to what our final analysis will be of the 
requirements to gain the rating of Certified Professional 
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“THE NEW LOOK 


By Your Guest Editor, HELENA D. MAILAND 
St. Paul Chapter, St. Paul, Minnesota 


Happily we are not all worrywarts — most of us have 
resigned ourselves to the possibilities of our Atomic Age. 
But whether you are rocking complacently in the sunshine 
of that excellent position that you’ve held for these ten, 
fifteen or twenty years, and which you hope will be secure 
for as long as you have to work for a living and will earn 
you a pension after that; or whether you're whistling in 
the dark, secretly wondering whether some day Miss NSA 
of 1953 will usurp the throne that you have won by years 
and years of conscientious plodding .— let’s take a look — 
a new look — at the atomic possibilities of our ages. 

Surely you’re indispensable te the Boss — he just couldn't 
do business without you. But that Boss won't always be 
there. So long as there are “circumstances beyond our 
control”, strikes, fires, Acts of God, etc. (you know the 
list), anything can happen. Naturally you'll always be 
a secretary — you're proud of your profession — you be- 
long to NSA. But will you be prepared for the com- 
pletely new field which may be your lot? It won't be a 
question of ability if you continue a program of group 
education and confidence-building. While NSA works 
together toward the completion of its national Certifica- 
tion Program — and wise counsel tells us that it will take 
time; that a hurriedly drawn plan would be a poor one — 
let us work diligently, as individuals and as chapters, on 
that all important one of those three little words which 
bind us together — EDUCATION. 

Admittedly many offices, particularly those of large or- 
ganizations — operate on strict routines, and do not en- 
courage — yea even bar new ideas of clever secretaries. 
Many another independent but kindly boss will resent 
attempted changes. But don’t let that stop you from ab- 
sorbing (while keeping him happy) all the knowledge you 
can of new office systems, machines, gadgets, ideas. Store 
it all away in your topper if you are denied the privilege 
of using it today. Some day you will be able to juggle 
enough “tricks” out of it to make Blackstone look like an 
amateur. 

Somewhat has been said and written about the elder, 
more experienced members helping the youngsters of their 
chapters — encouraging them — teaching them. Let’s not 
patronize them — rather let us compete with them. They 
are aggressive youngsters or they would not have joined 
NSA. They believe in and want the further education 
they hoped to get through NSA, and through their en- 
thusiasm they can help us to keep alerted for new oppor- 
tunities. 

So when your chapter’s Education Committee comes 
up with a plan for members to take some special course 
as a group, don’t jeopardize the success of that plan by 
smugly sitting back with that satisfied look born of long 
years of one-track thinking and say that you have no need 
for anything like that — you are not interested — or you 
haven’t the time. Maybe it’s a course in Charm. You 
might “feel silly”, or your friends might laugh at you. So 
what!! A new position might demand something in poise 
and self-assurance that wasn’t important before. You may 
never expect to be secretary to a dashing Spanish tycoon, 
but with that Land of Romance south of the border be- 
coming an ever important part of the American vacation 

Continued on page 15 
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STHE LETTER 


NONSTOP SENTENCE DERBIES 


“I am amazed,” writes an executive of a large life in- 
surance company, “at the length to which I frequently go 
in some of my non-stop sentence derbies. Thanks for 
pulling me over to the curb.” 

It is the experienced letter writer who needs to watch 
the length of his sentences. He knows his subject and 
his ideas flow quickly. Before he realizes it, he has run 
into a long sentence something like this: 


ONE SENTENCE — WHEW! 


“On your returned goods statement of July 30 you men- 
tioned that you were returning one bolt of cotton goods 
which we did not find in the shipment that you returned, 
but our inspector did receive one carton of chewing gum 
which is not our stock and we assume it was sent to us 
in error and ask that you give us disposition so that this 
can be straightened out.” 

See what a vast improvement occurs when that passage 
is broken up into sentences of reasonable length: 


FOUR SENTENCES — MUCH CLEARER 


“On your returned goods statement of July 30 you men- 
tioned that you were returning one bolt of cotton goods. 
We did not find this, but our inspector did receive one 
carton of chewing gum. This is not our stock and we 
assume it was sent to us in error. Will you please give 
us disposition so that this can be straightened out?” 

Good sentence structure will enable you to subordinate 
unfavorable news and properly emphasize that which is 
pleasing to the reader. Here is an example: “Although 
we cannot ship your order Aug. 5, as you have instructed, 
we can send it during the week following.” Notice that 
the words which follow the introductory word “although” 
are subordinated. They lead into the important thought 
“we can.” 

A current weakness in business letters is to dictate sen- 
tences which are not complete. Every sentence needs a 
subject and a predicate. In “Your order has been shipped,” 
“order” is the subject and “has been shipped,” the predicate. 
The subject is the name of a person, place, thing, idea, or 
action. The predicate tells what happens to the subject. 

What is the matter with this sentence? “Have received 
your shipment.” It has no subject, “We have received 
your shipment.” What is missing in the following: “Re- 
plying to your letter of Aug. 20?” ‘That is merely a 
fragment of a sentence. It has neither a subject nor a 
predicate. The most effective way to avoid that mistake 
is to use a star opening: “We are glad to comply with 
your letter of Aug. 20,” or “Thank you for your letter 
of Aug. 20,” or another that fits the case. 
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CLINIC & 


By ALINE E. HOWER 


LETTER COUNSELOR, ST. LOUIS, MISSOURI 


FAIRLY SHORT PARAGRAPHS 

Compare a page of solid printed matter in a book with 
a page of conversation. Which looks more inviting? 
Which does the average reader turn to with enlivened 
interest? One reason he turns to the page of conversa- 
tion is that it is broken into easy bits for his visual and 
mental consumption. In business letters, the physical ap- 
pearance of the letter is very important. Therefore use 
reasonably short paragraphs. 

When the logical completion of a paragraph would in- 
volve 10, 15, 20 or more typewritten lines, break that 
paragraph at the most convenient place after about six or 
eight lines have been typed. If necessary, break it again. 

“Should the correspondent dictate paragraphs, or should 
he leave this to the secretary?” Some letter writers are 
“paragraph conscious.” They like to dictate their para- 
graphs. Others prefer to leave this to the discretion of 
the stenographer. If paragraphing is dictated, it is gen- 
erally wise that the stenographer follow it carefully, ac- 
cording to the wishes of the correspondent. If paragraph- 
ing is not dictated, the duty then falls to her to set up 
the letter in a way that is clear, inviting and correct. 


BUILD GOOD WILL 

Fortunately business letter writing is informal writing. 
Its aim is to get action, to make thought clear at a glance, 
to build good will. Under our busy conditions, it usually 
has to accomplish its purpose in a relatively short time. 

Use reasonably short sentences for all letters. Occasional 
extremely short sentences are effective in sales letters. 
They are forceful. Longer sentences are more soothing and 
are better adapted to credit, collection, and adjustment cor- 
respondence to avoid an abrupt effect. For best results, 
vary the length of sentences. 

Use reasonably short paragraphs. As a rule, avoid a 
series of paragraphs of only one line each. Also avoid very 
long paragraphs of more than six or eight lines. 

Make your letter a “chain” of clear sentences and at- 
tractive paragraphs logically linked to each other. 





CHARLOTTE ALLBERT RESIONS 


It is with deep regret that we are compelled to announce 
the resignation of Mrs. Charlotte Allbert as Southwestern 
Vice-President. In the few months she has served in this 
capacity, Charlotte has proven herself to be a fine leader. 
The efforts put forth by her in the development and 
betterment of NSA are greatly recognized. We are indeed 
sorry that due to illness and at the request of her physician 
she felt it necessary to relinquish her duties. To her go our 
best wishes for a speedy and complete recovery; and more 
particularly that she will soon be again active in NSA. 


The Secretary 




















Pp @CUNVENTION 
HEADQUARTERS 


By RUTH FAIRMAN, Kansas City, Mo. 


That’s what we meant, Los Angeles, when we said we 
knew you would perform in true California style! The idea 
of “Miss Secretary of 1948” enchants us, and we don’t doubt 
that every N.S.A. meeting in the country from now on will 
be a veritable gathering of glamour girls oozing that “new 
look.” 

We don’t much like to compromise after asking for 
Clark, Van, Alan or Jimmy, but if those two actors RKO 
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that famous hostelry but some of us have never entered 


has promised are big and handsome and virile enough _ its portals. ; ' - 
we won't complain, and they will never know about our i Pov way, how are bowling and golfing conditions 
out theres 


request. We'll be waiting, not too patiently, to know their ; 
Yes, and what do you intend to do about the weather? 


names. 
Just one more message about celebrities, then we'll let But pardon us, the weather is always well taken care of 
in California, isn’t it? 


that rest. Tell Mr. Schwab of Schwab’s Pharmacy fame that ; 
we'll be spending a lot of hopeful hours in his deluxe You see, we are bent on holding you to account for 
apothecary shop, and maybe he better put in an extra VEY good thing that has ever been said about that city 
supply of that bargain coffee. Coffee is 10c almost every- and state of yours. 
where now, and all we usually get with it is cream and 
sugar. 

We are glad that you have planned some of our ac- 
tivities at the Biltmore Hotel. We've heard a lot about 


Continued on page 7 













TOCKTON, CALIFORNIA.—December 24, 1947, was a big day for not only 

this chapter, but for the National Association. Exactly at 4:15 P.M., the 
Women’s Commentator: of Station KWG, Kay Wagner, began to tell the story 
of what real good this branch of the National Association is doing in their 
locality. Her-script referred not only to their various activities, but to the one 
project which won her admiration and respect — the special-attention job they 
undertook for eleven women veteran patients at Livermore General Hospital. They 
visit the patients each month, dress their hair, give manicures, remember them 
on ‘their birthdays and sponsor parties for their enjoyment. Miss Kay Wagner 
remarked that one of the most important facts of this type of service is that there 
are those of us who haven’t forgotten that for many men and women the war 
is not yet over. It is gratifying for our Association, and more particularly for the 
Deep Water Chapter, to be recognized in bringing joy and contentment to less 


fortunate people. 
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PICTURE PARADE: 


1.—Port chapter members, Lake Charles, 
Louisiana, enjoy weiner roast. 


2.—Olympia, Washington honors employers’ 
wives at Christmas party. 


3.—Officers and Committee Chairmen of re- 
cently organized Reading, Pennsylvania 
chapter. 


4.—Group picture of Boss Night dinner, 
Sioux City, lowa. 


5.—Officers of Johnstown, Pennsylvania. 
(I. to r.) Evelyn Blough, recording secretary; 
Margaret Warshel, president; Jane Bopp, 
corresponding secretary; G. Helen Geist, 
vice-president; Eileen Bittner, treasurer. 
Signing Charter is member Ruth Oswald. 
Photo by Johnstown, Pa. 

















IRENE GADELMAN, NATIONAL PRESIDENT 


Who says opportunity knocks but once — OPPOR- 
TUNITY is always knocking; but are YOU opening the 
door to her? Opportunities, like ideas, seek minds that 
will give entrance. 

At the beginning of each new year or each new day, 
if we are aspiring to be somebody, we naturally look about 
us for opportunities to improve the situations about us, to 
make new contacts, to meet new friends, to make way for 
more good to come into our lives. Opportunities for self- 
improvement often come about by the opportunities we 
have from day to day of being helpful to others, to make 
the way a little easier for someone else. We must be 
ever mindful that life is a giving proposition also — and 
not only getting. The Great Teacher taught us to “Give 
that ye might receive.” Yes, opportunities and construc- 
tive ideas are all about us — before our eyes every day — 
if in our hearts we are desiring them and are asking for 
the best and willing to give the best that is in us. 

William Allen White once said: “In no other country 
in the world is aspiration so definite a part of life as it is 
in America. Behind this divine gift of aspiration has 
always been the will to work, to strive, to try one thing 
many times, if necessary — but never to give up.” Re- 
member aspiration is born in the heart, and has to be 
brought to a full fruitage through the will of the mind. 
You can’t just wish for a thing — you have to have the 
will to do and then do it. 

Hardships and struggles are all about us. Past history 
tells us they were faced and endured with courage by 
forward-looking men and women with vision, ever-march- 
ing forward with greater aspiration and hope and de- 
termination, expecting triumph. Opportunity keeps knock- 
ing at the door of people’s minds — urging and urging to 
action. 

But do not expect opportunity to keep knocking at your 
door forever if you do not open to her. OPPORTUNITY 
seeks out doors where there is RESPONSE — and also it is 
a lift to her spirit — and to the one who opens quickly 
the door for her entrance. 

Individually and as members of NSA, may we ever keep 
our ear listening for the KNOCK OF OPPORTUNITY — 
and give to her a royal entrance. 


CONVENTION HEADQUARTERS 


Continued from page 5 





In that connection, we want to pursue further that 
remark of yours about all the people who have come to 
your fascinating state and liked it so well they became 
Californians. What if the thousands of secretaries who 
come out there next summer like it so well they decide 
to stay? What will that do to your secretarial market? 
Might it not make the supply greater than the demand? 
Have you ever thought of that while doing your super 
sales job? — because we all must agree that you are doing 
a marvelous job of selling us on the idea that we CANNOT 
miss this 1948 Convention. 

But if you're not afraid of the consequences, and you 
really want us to come, TELL US MORE, CALIFORNIA 
— TELL US MORE! 


February, 1948 
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MRS. VELDA EVANS APPOINTED 


SOUTHWESTERN VICE-PRESIDENT 





Mrs. Evans is a native of Kansas, having lived within 
thirty miles of Wichita all her life. She is a graduate of 
the Wichita High School East and later attended Friends 
University. 


Velda became a member of Minisa Chapter in February, 
1945, and is completing her second year as President of 
her chapter. Her leadership has been recognized not only 
in her local chapter and community, but throughout the 
National Association. For the past six years she has been 
employed at The S. A. Long Company, Inc., as secretary 
to E. L. Crabb, Vice-President in Charge of Aviation 
Division. 

We are pleased to announce the selection by the Board 
of Directors of Mrs. Evans as Southwestern Vice-President 
to fill the unexpired term created by the resignation of 
Mrs. Charlotte Allbert. 


Congratulations, Velda, and we wish you great success. 





Philosophy 


Life is like a game of cards. You must play the game 
with the hand that is dealt you. The greatest glory, after 
all, is winning with a poor hand, and the greatest disgrace 
is losing with a good one. 
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Do you remember your old schoolbook definition of a 


verb? It went something like this: 

“A verb is that part of speech which asserts, declares or 
predicates something.” 

But a dynamic verb is more than this. 
unat brings the sentence to life. 

Choose your verbs with care. 

If you pick a dull verb, your speech will be dull, barely 
serving its primary purpose of communication. It will be 
merely a succession of syllables that will make little im- 
pression on the mind of your reader or listener. 

On the other hand, a choice of powerful verbs will make 
your speech alive. 

I. Here are ten dynamic verbs that belong in a rich 
vocabulary. We are not going to give you their precise 
definitions. Just read the sentences in which they occur 
and see if you can guess the meanings of the ones you 
don’t already know. Pronounce them aloud. 

What are some of the things people do? 

1. They expiate (ex’-pee-ate) their sins, crimes, blun- 

ders, or errors. 

2. They importune (im--por-tyoon’) God for divine 

favors. 

3. They impute (im-pyoot’) unworthy motives to their 

enemies. 

4. They scintillate (sin’-til-late), the wittier ones, at 
gay gatherings. 

They mulct (mulkt) the unwary or gullible public. 

6. They ostracize (oss’-tra-size) members of religious, 

political, or racial minorities. 

7. They deprecate (dep’-re-kate) the sins of this age. 

8. They procrastinate (pro-krass’-ti-nate) and then vow 

to be more punctual in the future. 

9. They rusticate (russ’-ti-kate) in the summer time, if 

finances permit. . 
10. They vegetate (vej’-e-tate) all year, if they are lack- 
ing in imagination, initiative or energy. 

II. Referring to Section I only where necessary, write 
the proper verb next to its definition. The definitions 
do not appear in the same order as the sentences above. 
Live in a passive way 
Deprive of a possession unjustly 
Make amends for 
Beg for ceaselessly; beseech; 
entreat 
Exclude from public or private 
favor: to ban 


It is the word 


“ 
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p> following people? 


Put off until a future time; delay ...........-.---.----.---0-0++ 
Sparkle with wit or humor 

Spend time in the country 

To ascribe, attribute, charge an 
act or thought to someone, usually 
in-a bad or accusatory sense 


SO MON DN 





i 10. Disapprove of the actions of 


someone 


(Answers on Page 11) 


III. Which of the verbs you have just had would 
most aply describe the characteristic action of each of the 


1. He is too indolent to get his 


work done on time. |, Serene Cerne 
2. He is accustomed to blaming 
others. oe Ne eat ce 


3. He is a gay and witty person. He...................-..----0--+ 
4. He possesses a lively 


conscience. te er ee at 
. He is a person who is in a rut 
and leading a lazy life. ER ii wee 
6. He is an exclusive individual. He...............0...22..0..------ 
7. He doesn’t mind cheating ‘ 
others. RETR ern anne | 
8. He’s an insistent beggar. aes cabnrtevietdpninonanits 
9. He is ashamed of the acts of his 
associates. |_| ROP EPRE CESS GRUB LIER 
10. He is on a vacation at a farm 
house. Reef ise et 


(Answers on Page 11) 


ONWARD TO ORS | 


Secretary. We want it to be the equivalent of C.P.A. 
Everyone knows that C.P.A. was acquired only through 

long, tedious hours of studying, apprenticing and practic- 

ing. They aren’t just handed out, and many who have spent ] 
the long hours of studying and years of apprenticing and 

practice, still don’t make the grade — still don’t pass the | 
examination which would award them that much-longed- 

for title of Certified Public Accountant. And the public has 

come to know the significance of C.P.A. Likewise, we 

want them to recognize C.P.S. So, it will require effort 

on the part of every one of us, not only in executive ability, 

but in the fundamentals of secretaryships. The exams will 

have to be all-inclusive, and will probably require two or 

three days sittings just as do exams for C.P.A., the bar, 

etc. Let's see to it that the requirements come high, that 

the results will be superb, and that the realized C.P.S. will 

be the envy of every secretary, every executive. Let our 
watchword be: ONWARD TO CPS. 
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IDEAL SECRETARY OF THE MONTH 


WOMAN ‘BOSS’ LOVES HER WORK 


Christine Naylor is a chocolate-munching business-woman who likes her job and doesn’t 
worry about her age. 

“I love building a business,” Miss Naylor said with a smile as she sat at her desk at the 
Southern Title and Abstract Company, Dallas, Texas. Her desk, incidentally, is in the big, open 
office. She doesn’t believe in a private office for executives but wants to be out in the open 
where things are going on. 

Some forty odd years ago Christine made her appearance in this world. (She says she is 
completely unconcerned about her age and doesn’t mind our giving you the approximate date). 
She gained her elementary education in the public schools of Cooper, Texas, where she also 
attended high school. Not satisfied with this background she journeyed to Kansas City, Mis- 
souri and enrolled in the Dillenbeck School of Oratory and Physical Education, and studied 
Art (oils and china) for six years. 

Twenty-eight years ago she began her career in the Scott Title and Trust Company of 
Cooper. “I began at the bottom,” she explained “and have done every kind of work there is 
about a title company.” Eight years later she was invited to join the Union Abstract and Title 
Company of Dallas as office manager. She went. This still did not satisfy her ambition and 
she transferred to another company, as secretary-treasurer and office manager. 

Chris had been watching with interest a bill in the legislature in 1929 and when the title 
insurance law was passed, placing title companies under the state insurance commissioner she 
was sure she had found her career. “That’s my baby,” she said and plunged wholeheartedly 
into the title business. 

She has been with different firms in Dallas but when Southern Title opened its doors on 
January 1, 1947, there was Chris at her desk, ready for work, but with the title of assistant 
secretary. On October 1, 1947 she was made General Manager. 

This alert, brown-eyed woman has not had much time for anything but work, but she still 
has a lot of outside interests. She enjoys all kinds of sports and has played basket ball, tennis 
and golf. Football and baseball are her specialties. Her hobbies — flowers, landscaping and 
interior decorating. And she still finds time to use her oils and do nice things for other people — 
she loves people. 

Miss Naylor is a Methodist and a member of the Big D Chapter of the National Secretaries 
Association. 

First she is an American, next a Texan; but really of English, Scotch-Irish and Indian descent. 


It took her 28 years to get to the top in her line of business; “at least,” says Chris “to the 
place of gaining recognition; but thank goodness I did it before the Wheel Chair got me.” 
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YOUR PERSONALITY. . sense of #amorg @ 


By H. ROBINSON SHIPHERD, Ph.D., Litt.D. 


Do you see and enjoy the incongruities in yourself 
and others? 

You will probably counter by asking a question of 
your own: “What do you mean — ‘incongruities’?” 

“Incongruous” means unsuitable, absurd, inharmonious, 
out of place; funny — in one sense, therefore in both 
senses. A plump woman in horizontal stripes, or a very 
short skirt; yellow shoes on a man in a dinner jacket; a 
“horse-faced” woman under a little flat hat; a midget with 
a deep bass voice — or vice versa. These are incongruities; 
and — as the highfalutin’ writers used to say — they 
excite our risibilities; in plain language, make us laugh. 

Such pompous language, in everyday affairs, is itself in- 
congruous; so is such language as “Yours 18th received, 
contents noted” anywhere but in a business letter; there, 
it is unhuman and inexcusable — incongruous to a high 
degree, because it is out of place as the language of a nor- 
mal human being. 

There’s one very important fact about seeing and en- 
joying the incongruous. It is much funnier in other people 
than in ourselves. Nothing is more incongruous than a 
dignified fat man in a cutaway sitting in a puddle; but 
you perhaps never saw one who was as much amused as 
the bystanders were. There’s the real test. No one, prob- 
ably, will confess that he has no sense of humor; but he 
must admit that unless he can see — and enjoy — his own 
absurdities, his sense of humor (as Dean Briggs once said 
of President Eliot) is at least “unreliable.” Can you laugh, 
with others, at stories told at your expense? Can you climb 
out of a ludicrous or embarrassing situation, and join the 
rest in their laughter, and chuckle with them over the 
details? 

Here’s something else about this queer business where 
laughter sometimes contends with tears. The only kind of 
“razzing” that finds your sense of humor “unreliable” is 
the kind that is ¢rve. That can touch a sore spot. If it is 
obviously untrue, or impossible, of course you are undis- 
turbed — the thing is wholly funny. But if you did get in 
that predicament, or if you are that way — there is your 
real test. If you can laugh wholeheartedly at yourself — 
maybe add something the others did not know — you pass 
the test with a high grade; you have a real sense of humor; 
you have also that other fine trait of sportsmanship. 

Two famous examples are the story President Arthur T. 
Hadley told on himself of the motherly woman comforting 
Mrs. Hadley about her husband’s apparent idiocy; and the 
story President James B. Conant of Harvard told also on 
himself of his own unimpressiveness and the inebriated, 
incredulous alumnus. Dr. George A. Gordon, a native 
Scotchman, used to delight in telling Scotch stories. So 
Dr. Singmaster and Dr. Alleman, of Gettysburg, both 
Pennsylvania Germans, shared with everyone their stock 
of Pennsylvania German stories. 

Two important warnings belong here. A sense of 
humor is as personal to each of us as our taste in music, 
or colors, or relatives; that is, difficult to share fully with 
others. Don’t take it for granted that your jokes will be as 
funny to anyone else as they are to you; expect that they 
won't be. Don’t laugh at them as much as you want to. 
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In a public talk, never laugh at all over anything you say. 
And second, don’t laugh outwardly at others — only when 
they do, so you can laugh with them; and then not quite 
as much as they do, if the laugh is on them. Of course if 
they are telling a story at which they obviously want you 
to laugh, you then laugh heartily. (Here, you see, our 
Graciousness and our Tactfulness come strongly into play.) 
Good fun is always social: never anti-social. 

Make no mistake: with your sense of humor you can 
laughingly, happily, make your way straight into the hearts 
of those around you. 

Write Sentences About People With a Sense of Humor. 
Make up sentences daily about people who help others 
enjoy the humor around them: 

“If she laughed inwardly at us, she laughed outwardly 
with us.” 

“Some people hurt us with their fun — others help us.” 

“Nobody loves a fat man — so they say; but everybody 
loves his laughter.” 

Your reading. Find your favorites among the many 
humorists; keep them by you; and re-enjoy them in season 
and out of season — especially when you are “in the 
dumps.” Live with and laugh with Mark Twain, Irvin 
Cobb, Stephen Leacock, Bob Benchley, W. W. Jacobs, 
Lewis Carroll, Thackeray; Bertha Damon’s Grandma Called 
It Carnal, Margaret Rawling’s Cross Creek, Booth Tarking- 
ton’s Penrod and Sam stories. 

Your Letters. When you know your correspondent well 
(not otherwise), let an occasional gleam of humor flash 
into even your business letters; the ray will be welcome 
and cheering for its very unexpectedness. 

Keep a scrapbook of all the really good stories you run 
across; and use them, appropriately, in your talk and your 
writing. It is no joke that laughter is good medicine for 
all of us. 


LATRODISMS 


on Why People Like Us 


We should like those who point out our faults — but 
we seldom do. 
Fondness for parents is not born in children, but has to 
be won by the parents. 
We like people who like us. 
Be friendly first — don’t wait for the other fellow. 
It is a rare person who likes someone who excells him 
— keep your feelings of superiority to yourself. 
We like people who notice us — and especially those 
who notice us favorably. 
We have more liking for people who say nice things 
about us than for those who merely buy us nice gifts. 
—Dr. DONALD A. LAIRD, 
Author of “How to Use Psychology 
in Business.” 
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After a society is properly organized, 


Regular Meetings: 
its regular business meetings are conducted as follows: 
When the time fixed for the meeting to begin arrives, the 
presiding officer takes the chair and calls the meeting 
to order and directs the secretary to read the minutes of 


the last meeting. When they are read, he asks, “Are there 
any corrections to the minutes?” If none are suggested, he 
adds, “There being none, the minutes stand approved as 
read.” If any corrections are suggested, the secretary makes 
them, unless there is opposition. If there is difference of 
opinion, some one moves to amend the minutes, or the 
chair, without waiting for a motion, may put the ques- 
tion on the amendment that has been suggested. When 
this has been settled, the chair asks, “Are there any fur- 
ther corrections (or amendments) to the minutes?” If 
there is no response, he adds, “There being none, the min- 
utes stand approved as corrected.” He then announces the 
next business in order, following the order of business pre- 
scribed by the society. 

It is customary for every society having a permanent 
existence to adopt an order of business for its meetings. 
When no such rules have been adopted, the following is 
the order: 

(1) Reading the minutes of the previous meeting (and 

their approval ) 


(2) Reports of Boards and Standing Committees 
(3) Reports of Special Committees 

(4) Special Orders 

(5) Unfinished Business and General Orders 

(6) New Business. 


The second item includes the reports of all officers as 
are required to make them. The fifth item includes, first, 
the business pending and undisposed of at the previous 
adjournment; and then the general orders that were on the 
calendar for the previous meeting and were not disposed 
of; and finally, matters postponed to this meeting that have 
not been disposed of. 


The secretary should prepare a memorandum of the 
order of business for the use of the presiding officer, 
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showing everything that is to come before the meeting. 
The chairman, as soon as one thing is disposed of, should 
announce the next business in order. When reports are in 
order he should call for the different reports in their order, 
and when unfinished business is in order he should an- 
nounce the different questions in their proper order, and 
thus always keep the control of the business. 


If the order of business is as given above, as sbon as the 
minutes are read and approved, the chair says, “The next 
business in order is hearing the reports of the standing 
committees.” He may then call upon each committee in 
its order for a report, thus, “Has the committee on applica- 
tions for membership any report to make?” In this case 
the committee may report, or some member of it reply 
that it has no report to make. Or, when the chairman 
knows that there are but few, if any, reports to be made, 
it is better, after making the announcement of the business, 
for him to ask, “Have these committees any report to 
make?” After a short pause, if no one rises to report, he 
states, “There being no reports from the standing com- 
mittees, the next business in order is hearing the reports 
of special committees,” when he will act the same as in 
the case of the standing committees. The chairman should 
always have a list of the committees, to enable him to call 
upon them, as well as to guide him in the appointment of 
new committees. 


Having attended to the reports of the committees, the 
chair announces the next business in order, and so on 
until the business of the meeting has been disposed of, 
when some one moves to adjourn. If this motion is 
carried, the chair announces the vote and declares the as- 
sembly adjourned. 


The meetings of different societies vary greatly, and 
they should be managed differently in order to obtain the 
best results. Some societies require a strict enforcement of 
parliamentary rules, while with others the best results will 
be obtained by being informal. It is important that the 
presiding officer have tact and common sense, especially 
with a very intelligent assembly. But in any event, the 
necessary business of the group may be conducted more ex- 
peditiously and with less friction if the presiding officer 
is sufficiently familiar with the rules of procedure to retain 
his grasp on the handling of matters and give the members 
“a shot in the arm” when the meeting gets bogged down 
in aimless discussion, indecisive inertia, and wandering 
attention. 


BETTER SPEECH 


Continued from page 8 





(Answers to No. II, on Page 8) 
1—vegetate; 2—mulct; 3—expiate; 4—importune; 5— 
ostracize; 6—procrastinate; 7—scintillate; 8—rusticate,; 9— 
impute; 10—deprecate. 
(Answers to No. III, on Page 8) 
1—procrastinates; 2—imputes; 3—scintillates; 4—ex- 
piates; 5—vegetates; 6—ostracizes; 7—mulcts; 8—impor- 
tunes; 9—deprecates; 10—rusticates. 
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CHAPTE 


MINNEAPOLIS, MINNESOTA: Fortunate, indeed, to 
have as their guest speaker, Mr. John Berger, a certified 
instructor in the Dale Carnegie course, who spoke on 
“Effective Speaking and Human Relations.” 

RENO, NEVADA: In an effort to bring Christmas joy 
to others, this group sponsored a bingo party at the Vet- 
erans’ Hospital in conjunction with their holiday program. 
Prizes were donated by the NSA’ers. 

SAN BERNARDINO, CALIFORNIA: Mrs. Pansy 
Ham, local artist and collector of fine china, entertained 
this chapter with many interesting facts in regard to 
chinaware and its origin at their last meeting. 

DETROIT, MICHIGAN: The first issue of “Listen” 
just reached us and contains very newsy items. We liked it 
very much. 

IOWA CITY, IOWA: “Let's go to Mexico!” And 
away they went via movies presented by Mr. Vincent 
Lalla and his son. 

HUNTINGTON, WEST VIRGINIA: The “bosses” are 
still talking about the Boss Night dinner — it was such 
a delightful affair. Mr. Herman Dean, the guest speaker, 
reviewed his trip to Alaska. 

RIVERSIDE, CALIFORNIA: Lado Del Rio chapter is 
sponsoring a very worthy project — that of supplying fruit 
juices to the Sunshine School for Cerebral Palsied Children. 

RICHMOND, INDIANA: In catching up with the 
Richmond chapter, we find the Bosses met the Secretaries 
cn a Quiz program. Who won? The Secretaries, OF 
COURSE! 

LARAMIE, WYOMING: We knew nothing at all 
about Laramie’s history and development until we read 
your article in your last bulletin. And my, your “Summit 
Scoops” was most attractive. Very well done. 

READING, PENNSYLVANIA: Congratulations on 
the first appearance of “Pagoda Prattle.” Though but three 
months old, they held a rummage sale which spelled 
$$UCCE$$. Good way to enrich your treasury which will 
enable you to step up your activities. 

SAN LUIS OBISPO, CALIFORNIA: Recently they 
sponsored a card party which turned out to be a howling 
success. Net proceeds totalled $119.62 which was given 
to the local Exchange Club for the War Memorial Fund. 
Good work. 

NIAGARA FALLS, NEW YORK: Another new bulle- 
tin! “Whirlpool Whispers” is the name. Enjoyed reading 
the history of “The Whirlpool.” 

SIOUX CITY, IOWA: “Sioux Sentinel” tells us you 
are inviting representatives from other organizations to at- 
tend your meetings. A wonderful way to sell NSA and 
gain prominence in your city. 

' COFFEYVILLE, KANSAS: The “Gregg Ann’s” have 
unanimously approved a perpetual scholarship at Coffey- 
ville Junior College to some worthy commercial student. 
Selection will be made by the officers of the chapter with 
the assistance of an advisory committee from the college. 
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GRAND JUNCTION, COLORADO: To aid European 
relief members donated useful items which were placed 
in a duffle bag and shipped across the sea. Thanks for 
your assistance in filling a great need. 

SAN ANTONIO, TEXAS: Take a look at “The San 
Antonian”, official publication of the San Antonio Cham- 
ber of Commerce, and note the group picture of Anacacho 
chapter. That's real publicity. 

CHAMPAIGN, ILLINOIS: From cover to cover, your 
16-page “Enesay News” was most outstanding last month. 
We can’t begin to tell you all the good material it con- 
tained; but perhaps if you write them they will send you 
a copy. 

DES MOINES, IOWA: A real treat was in store for 
them at one of their recent meetings. Mr. Howard Porter, 
Vice-President and Business Manager of the American 
Institute of Business, addressed this group on the qualities 
of a secretary. He stressed the five great qualities abso- 
lutely essential to success, which are — Initiative, Ambi- 
tion, Perseverance, Determination and a Passion for 
Knowledge. 

YORK, PENNSYLVANIA: Though but a few months 
old — they have a real item of interest. Mr. E. A. Hirsch- 
man, Secretary of the York Chamber of Commerce, pre- 
sented them with a gavel and base, work of his own hands. 
The gavel was carved from a piece of hollow oaken log 
which was buried in the soil of York for 118 years. and 
served as a water pipe for the York Water Company. 

SAN FRANCISCO, CALIFORNIA: Bonanza chapter 
introduces its first edition of “The Nugget.” Do we like 
it and find it interesting? I'll say we do! Neat, attractive 
— a fine piece of work. 

LANCASTER, PENNSYLVANIA: 


Another ‘first’. 


“Conestoga Wag-On” is very good. You definitely are on 
the right road and we wish you much success. 





SECRETARIES—lIn June, 1948, the National Secretaries 
Association will hold a convention in Los Angeles. Over 
9,000 secretaries are expected to be on hand. Hope your 
secretary is going. However, if she is red-haired you will 
have to worry a little. Red-haired secretaries are very 
popular among movie studio executives and writers and 
are very scarce in Hollywood. Some Hollywoodian may 
steal your strawberry blonde amanuensis. 

—E. V. DURLING. 


The Secretary 
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February has an unusual number of days of peculiar in- 
terest — some of them birthdays and others momentous 
events. 

During this, the shortest month of the calendar year, 
we observe the birthdays of such distinguished personali- 
ties as George Washington, Abraham Lincoln, Charles A. 
Lindbergh, Horace Greeley, Charles Dickens, Thomas A. 
Edison, Susan B. Anthony and Henry W. Longfellow. 
These are but a few of the great men and women whose 
birthdays fall within this month. 

Since 1948 is a leap year, it is natural that our thoughts 
should turn to romance and marriage and St. Valentine’s 
Day, which perhaps is the oldest of the many February 
observances. 

It is said that no one knows for certain who started St. 
Valentine’s Day, but since love is as old as Eve, the first 
Valentine in history was probably a heart-shaped rock 
carved by a pre-historic cave man and tossed with tender 
solicitude at his “cave girl.” 

There are many legends concerning St. Valentine, pos- 
sibly because there are seven Valentines listed in the 
Calendar of Saints. Some say he was a young Roman priest 
who was put to death for performing secret marriages in 
defiance of an edict from the Emperor Claudius. 

Others claim that St. Valentine was really Valentine 
Valentia, a Franciscan monk who wrote letters for illiterate 
people of his village, often decorating them with artistic 
designs. Another version has it that he was a bishop 
who healed the son of Craton, a famous rhetorician, and 
was later choked to death by a fishbone. 

However, the most popular theory is that St. Valentine 
was a young Roman priest who was beheaded Feb. 14, 270 
A.D. for refusing to renounce Christianity. While in prison 
he was supposed to have written a farewell message to his 
new friend, the jailer’s blind daughter, signing it “From 
Your Valentine.” 

The first record of actual love messages being sent on 
Feb. 14 goes back to the Middle Ages. One of the earliest 
was written in the 14th century by John Lydgate for 
Catherine, wife of Henry V. 

“Love lotteries” were conducted both in Rome and 
England, but were frowned upon by church authorities. In 
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D FICTIONAL “FEBRUARY” 


by DOROTHY LOHSE 


the 16th century, English church authorities banned the 
practice of sending Valentines. They weren't very success- 
ful, however, because the idea spread to France where 
“love lotteries” were known as “chance boxes.” 

America discovered the Valentine custom along about 
the time of the Revolutionary War. For years Valentines 
were handmade, since it wasn’t until about 1840 that any- 
one conceived the idea of manufacturing them. 

The idea is credited to Miss Esther Howland, daughter 
of a Worcester, Mass. stationer, and a student at Mt. Holy- 
oke College. She is said to have found an English Valen- 
tine in her father’s store and copied it. Shortly afterward, 
John McLaughlin, a Scotsman who made Valentines in 
New York City as a sideline to his book and printing 
business, introduced “comic” Valentines. 

Where St. Valentine’s Day was formerly reserved ex- 
clusively for those in love, today Valentines are appropriate 
for any affair of the heart, tender, torrid, or merely luke- 
warm. Although “sweetheart” Valentines continue as best- 
sellers, there are also cards “To Someone I Like,” “To One 
I Admire” and “To Somebody Special.” The latter title 
conveys a certain amount of sentiment without committing 
the sender too far. 

According to reports from the postoffice department, 
the heavy volume of mail around Feb. 14, would indicate 
that St. Valentine’s Day is assuming the proportions of a 
national holiday. Sentiment apparently continues to 


flourish in this streamlined world of ours. 
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HIGHLIGHTS FROM HISTORY OF THE SECRETARY ¢ 


By Howard M. Doutt, Author of Secretarial Science 


THE TYPEWRITER 

Invention—To England belongs the credit for the first 
known idea of a typewriter; to the United States belongs 
the credit for the actual invention and development of a 
workable machine. In 1714 Queen Anne granted to 
Henry Mill a patent for his invention of “An Artificial 
Machine for the Impressing or Transcribing of Letters, 
Singly or Progressively on Parchment or Paper.” All trace 
of the contrivance itself is lost. 

The first typewriter constructed in the United States was 
“Burt’s Family Letter Press,” patented by William Austin 
Burt in 1829. His first letter hangs framed in the Smith- 
sonian Institution in Washington. The machine did not 
prove practicable commercially nor did numerous others 
which ranged in size from miniatures which could be car- 
ried in the pocket to that of a grand piano. 

The first commercially practicable typewriter was in- 
vented by C. Latham Sholes and Carlos Glidden of Mil- 
waukee. Their machine was patented in 1868 and in 1873 
was sold to E. Remington & Sons, manufacturers of fire- 
arms, sewing machines and agricultural implements. The 
first Remington model was mounted on a sewing machine 
stand and had a treadle to operate the carriage return. The 


second model introduced the shift key with capitals and 
lower case letters. At first considerable difficulty was ex- 
perienced in the marketing of typewriters, as the average 
person could not be convinced that he should pay more 
than a hundred dollars for a machine to do the work of 
a steel pen which cost a cent. The first purchasers were 
authors (including Mark Twain), clergymen, editors, law- 
yers and court reporters. Business men did not accept the 
innovation for some time. 


Development—Other improvements in the typewriter 
came rapidly and its use spread. As the Remington oper- 
ated by having keys strike upward from below, the writ- 
ing could not be seen except by lifting the carriage oc- 
casionally. In .1883 came the first visible writing machine 
with the type striking down on the top of the platen. In 
the 90’s a number of makes appeared (including the Un- 
derwood, L. C. Smith and Royal) with the type striking 
from the front, a principle which gradually found general 
acceptance. From 1890 to 1905 more than a hundred 
different typewriters were put on the market, but only a 
few survived the competition which followed. 

Some early machines were made with two complete key- 
boards, one for capitals and one for lower case letters. 
Others went to the opposite extreme and condensed the 
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@ Sell your chapter's NSA matches to members for 
distribution at their offices. 
© Sell your matches by the case to office building cigar 
stands. They need matches to give with tobacco pur- 
chases. Will gladly pay about $5.00 a case for yours 
. and then they'll pass the NSA word around by put- 
ting your NSA matches into the hands of thousands of 
smokers. 
®@ See that local executives, personnel managers, office 
managers, are always liberally supplied with your NSA 
matches. Keep your pg matches on their desk, 
and in their hands and pockets. . . it will pay you well. 
@ Keep your NSA matches near every ashtray at your 
club rooms ... in “help yourself’ bowls, too. 
@ Distribute NSA matches freely, at Boss Night dinners, 
Guest Night dinners. and similar occasions. Remember, 
the more you distribute — either free or at cost — the 
greater your results! 
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keyboard to three rows, with three characters on each key, 
requiring two shift keys. However, the four-row keyboard 
with two characters on each key gradually became standard. 

The typewriter is still being improved and adapted to 
different purposes. The portable has increased greatly 
the possibilities of machine writing, especially among 
travelers and children. The silent or noiseless has helped 
the dispositions of nervous executives. The all-electric has 
eased the strain for typists whose flying fingers travel all 
day long. It is possible to secure special sets of type for 
scientists or linguists. Machines are available with inter- 
changeable sets of type. 

With all the developments, however, the fundamental 
principles on which first typewriters operated are the same. 
Also unchanged is the arrangement of the letters on the 
keyboard. More scientific arrangements have been devised, 
which distribute the work better between the two hands 
and facilitate the more common combinations; but the 
widespread use of touch typewriting makes a change in 
this respect difficult. 











NSA Vacation Resorts 


At these renowned resorts attractive discounts of 
10% to 25% have been arranged for all secretaries 
wearing the NSA emblem or presenting an 
membership card. 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
iami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz,- New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 
LUCKY G J RANCH 
Gypsum, Colorado 














ATTENTION! — ALL MEMBERS 


Let us plan your vacation in conjunction with attend- 
ing the National Convention in Los Angeles June 24, 25, 
26, 27, 1948. Whether you will have a week — two 
weeks — three weeks, or a month, let us assist you in 
making the most of the time you have in California. 

Do you want to go to Tiajuana, San Diego, Coronada, 
see the Missions, visit the beaches, mountain resorts, or 
just visit the interesting spots in the Los Angeles area? We 
will be most happy to secure all information for you — 


traveling time and costs — and will assist you as much 
as possible in making reservations at the different vaca- 
tion spots. 


Please feel free to write us for any information you 
desire. It will be our pleasure to serve you. 

Mrs. LYLE GEIGER, Chairman 
Information Committee 

Los Angeles Local Convention 

Committee 
5617 Klump Street 
North Hollywood, California. 
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picture, a little knowledge of Spanish would be interesting 
and perhaps some day helpful. You may never aspire to be 
National President of NSA, but a short course in Parlia- 
mentary Law wouldn't make your hair fall out, and would 
add interest to your job as secretary to any large corpora- 
tion executive. 

If you will recall your pledge to work together with 
NSA, you will find the time and the incentive to join in 
the programs so early attempted by the younger girls who 
are building its future. 

So — altogether now — ON YOUR TOES (and stay 
there) — and Whirl, Ballerinas, Whirl!! Let's get and 
keep that NEW LOOK — for ourselves, for NSA and 
for the future. 


SOCIAL STATIONERY 


DESIGNED ESPECIALLY FOR 


NSA Members 


Made of Highest Quality Envelopes Tinted Inside 
100% Rag Paper in to Match Sheets 
Luscious Bon Bon Colors NSA Crest in Gold 


60 SHEETS * 30 ENVELOPES 
POSTPAID 


$150. 


NATIONAL SECRETARIES ASSOCIATION 
1005 GRAND AVENUE 
KANSAS CITY, MIssoURI 














EE AID oeictisitaceneeptacdinsedSeiees Boxes NSA Stationery 
scndeateaal White Blue Orchid ............Green 
sioecaee Ivory ............Peach Check $ Enclosed 
TI ic a. caguentnacasitacesn gia tienes sitjuainlankecnep ebiecunlanmentenen 
MI yi sssek cin ddhetsexinsnccnssicsasadbsactentaceitaeebisuiabashiet 
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Ada, Oklahoma 

Akron, Ohio 

Albany, New York 
Albuquerque, N. Mexico 
Alexandria, Louisiana 
Alton, Illinois 
Allentown, Pennsylvania 
Altoona, Pennsylvania 
Amarillo, Texas 
Anderson, Indiana 

Ann Arbor, Michigan 
Ardmore, Oklahoma 
Asheville, North Carolina 
Aurora, Illinois 

Austin, Texas 
Bakersfield, California 
Baltimore, Maryland 
Baton Rouge, Louisiana 
Battle Creek, Michigan 
Bay City, Michigan 
Bellingham, Washington 
Big Spring, Texas 
Billings, Montana 
Bloomington, Illinois 
Boise, Idaho 

Boston, Massachusetts 
Boulder, Colorado 
Buffalo, New York 
Burbank, California 
Butte, Montana 

Canton, Ohio 

Cape Girardeau, Mo. 
Casper, Wyoming 
Cedar Rapids, lowa 
Champaign, Illinois 
Chanute, Kansas 
Charleston, West Virginia 
Charlotte, North Carolina 
Chicago, Illinois 
Chickasha, Oklahoma 
Cincinnati, Ohio 
Cleveland, Ohio 
Coffeyville, Kansas 
Colorado Springs, Colorado 
Columbia, Missouri 
Columbus, Ohio 

Corpus Christi, Texas 
Coeur d'Alene, Idaho 
Council Bluffs, lowa 
Cumberland, Maryland 
Dallas, Texas 
Davenport, Iowa 
Dayton, Ohio 

Decatur, Illinois 
Denver, Colorado 


Des Moines, Iowa 
Detroit, Michigan 
Dodge City, Kansas 
Duluth, Minnesota 
Eau Claire, Wisconsin 
El Centro, California 
El Paso, Texas 
Emporia, Kansas 
Enid, Oklahoma 
Erie, Pennsylvania 
Evanston, Illinois 
Evansville, Indiana 
Everett, Washington 
Fargo, North Dakota 
Flint, Michigan 
Fort Dodge, Iowa 
Fort Wayne, Indiana 
Frankfort, Kentucky 
Fresno, California 
Ft. Collins, Colorado 
Ft. Smith, Arkansas 
Galesburg, Illinois 
Galveston, Texas 
Gary, Indiana 
Grand Island, Nebraska 
Grand Junction, Colorado 
Grand Rapids, Michigan 
Greeley, Colorado 
Hagerstown, Maryland 
Hammond, Indiana 
Harrisburg, Pennsylvania 
Hartford, Connecticut 
Hastings, Nebraska 
Huntington, West Virginia 
Idaho Falls, Idaho 
Independence, Kansas 
Independence, Missouri 
Indianapolis, Indiana 
Iowa City, Iowa 
ackson, Michigan 
jackson, Mississippi 
acksonville, Illinois 
Jamestown, New York 
efferson City, Mo. 
Johnstown, Pennsylvania 
Kalamazoo, Michigan 
Junction City, Kansas 
Kalispell, Montana 
akee, Illinois 
Kansas City, Missouri 
Kokomo, Indiana 
La Crosse, Wisconsin 
Lafayette, Indiana 
Lake Charles, Louisiana 
Lancaster, Pennsylvania 





Lansing, Michigan 
Laramie, Wyoming 
Lawrence, Kansas 
Lawton, Oklahoma 
Lewiston, Idaho 
Lexington, Kentucky 
Lima, Ohio 

Lincoln, Nebraska 

Little Rock, Arkansas 
Logan, Utah 

Long Beach, California 
Los Angeles, California 
Lubbock, Texas 
Manhattan, Kansas 
Mankato, Minnesota 
Mansfield, Ohio 

Marion, Ohio 

Mason City, Iowa 
McAlester, Oklahoma 
Miami, Florida 
Mich:gan City, Indiana 
Milwaukee, Wisconsin 
Minneapolis, Minnesota 
Mobile, Alabama 
Monroe, Louisiana 
Muncie, Indiana 
Muskogee, Oklahoma 
Muskegon, Michigan 
Nampa, Idaho 

New Britain, Connecticut 
New Castle, Pennsylvania 
New Haven, Connecticut 
New Orleans, Louisiana 
Niagara Falls, New York 
North Platte, Nebraska 
Oakland, California 
Ogden, Utah 

Oklahoma City, Oklahoma 
Okmulgee, Oklahoma 
Olympia, Washington 
Omaha, Nebraska 
Orange, Texas 
Ottumwa, Iowa 
Owensboro, Kentucky 
Paducah, Kentucky 

Palo Alto, California 
Pampa, Texas 

Parsons, Kansas 
Pensacola, Florida 
Peoria, Illinois 

Phoenix, Arizona 

Pine Bluff, Arkansas 
Pittsburgh, Pennsylvania 
Pocatello, Idaho 
Pontiac, Michigan 

Port Arthur, Texas 
Portland, Oregon 
Portsmouth, Ohio 

Provo, Utah 

Pueblo, Colorado 
Quincy, Illinois 

Raleigh, North Carolina 
Rapid City, South Dakota 
Redwood City, California 


Reading, Pennsylvaniu 
Reno Nevada 

Richmond, California 
Richmond, Indiana 
Riverside, California 
Rochester, Minnesota 
Rochester, New York 
Sacramento, California 
Saginaw, Michigan 
Salem, Oregon 

Salina, Kansas 

Salt Lake City, Utah 

San Angelo, Texas 

San Antonio, Texas 

San Bernardino, California 
San Diego, California 
San Francisco, California 
San Jose, California 

San Luis Obispo, California 
San Pedro, California 
Santa Barbara, California 
Santa Fe, New Mexico 
Santa Rosa, California 
Seattle, Washington 
Shawnee, Oklahoma 
Shreveport, Louisiana 
Sioux City, lowa 

Sioux Falls, South Dakota 
South Bend, Indiana 
Spokane, Washington 
Springfield, Missouri 
Springfield, Ohio 

St. Louis, Missouri 

St. Paul, Minnesota 
Steubenville, Ohio 
Stockton, California 
Syracuse, New York 
Tacoma, Washington 
Tampa, Florida 

Terre Haute, Indiana 
Texarkana, (Arkansas-Texas) 
Toledo, Ohio 

Topeka, Kansas 

Trinidad, Colorado 
Tucson, Arizona 

Tulsa, Oklahoma 

Twin Falls, Idaho 
Ventura, California 
Vallejo, California 
Vicksburg, Mississippi 
Warren, Ohio 
Washington, D. C. 
Waterloo, Iowa 
Wenatchee, Washington 
Wheeling, West Virginia . 
Wichita, Kansas 

Wichita Falls, Texas 
Wilkes-Barre, Pennsylvania 
Winona, Minnesota 
Winston-Salem, North Carolina 
Yakima, Washington 
Yankton, South Dakota 
York, Pennsylvania 
Youngstown, Ohio 














